
PPP / EIDL Programs

The Application Process



PPP / EIDL PROGRAMS – HOW TO APPLY

https://www.krostcpas.com/news/the-economic-injury-disaster-loan-eidl-program-vs-the-paycheck-protection-
program-ppp

PPP vs. EIDL – Which Is “Right” For You?

PPP (Payroll Protection Program) – The loan amount and forgiveness (“grant”) portion are payroll driven.  The 
repayment term for the resulting loan is 2 years (maximum).  Reductions in the number of FTE’s or payroll level reduce 
your forgiveness.  You apply through a local participating lender.

EIDL (Economic Injury Disaster Loan) – The loan amount is “economic injury” driven.  The forgiveness is calculated 
at $1,000 per employee to a maximum of $10,000.  The repayment term for the resulting loan is up to 30 years.  You 
apply directly through the SBA  https://www.sba.gov/

You Can Do Both (but you can’t “double dip” on forgiveness).

It’s important that business owners understand the differences between the two programs and 
decide which is best for you.  Here are links to two fairly well done comparisons.

https://www.nfib.com/assets/Small-Business-Loans-Side-by-Side.pdf
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https://home.treasury.gov/system/files/136/Interim-Final-Rule-Additional-Eligibility-Criteria-
and-Requirements-for-Certain-Pledges-of-Loans.pdf

Link To SBA PPP Guidance – Latest Interim Final Rule – April 20, 2020

There’s a “Q & A” section at the end of the Interim Rule that is fairly comprehensive.
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In order to apply for an EIDL, you’ll need the following information available:

● An income statement for the period 02-01-2019 through 1-31-2020.  If an income statement for this period 
is not available, a calendar year 2019 income state or tax return is acceptable.

● The names, mobile phone number, title, email address, ownership percentage, social security number, date 
of birth, place of birth, citizenship and address of all owners of your business.

● Your bank name, routing number and account number.

● The date your business was established, date that the current owner(s) took ownership of the business and 
entity type ( for example; corporation, sole proprietorship, s corporation, llc or partnership).

The application is relatively brief and straightforward.  If you have the preceding information available, it 
should take less than 60 minutes to complete.

The application can be found at either sba.gov (follow the links) or https://covid19relief.sba.gov/#/

Let’s Review On “On-Screen” Loan EIDL Application.
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Once you’re application is completed and 
submitted correctly, you will receive an application 
number (this one is obviously redacted for 
privacy).  

PRINT OR SAVE THIS PAGE.

Your initial EIDL application is complete.  You can 
expect to see your grant deposit (# of employees 
times $1,000) in 5 – 10 days.

More information will be required in order to 
establish your loan amount and close the loan.  The 
SBA will contact you by email.
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PREPARING A PPP LOAN APPLICATION:

In order to prepare your PPP loan application, you’ll need the following;

● A copy of your latest (2019 or 2018) income tax return.
● A copy of your 2019 Form W-3.
● Copies of your 2019 Forms W-2.
● Copies of your 2019 Form 940 and 2019 Forms 941 (Four Reports – One Per Quarter).
● Copies of your 2019 Vermont Department of Labor Forms C-101 (State Unemployment/SUTA – One Per 
Quarter.   Note that in Vermont, only SUTA is an eligible cost, NOT Vermont income tax withholding.
● A check register or other printout of EMPLOYER PAID Group Health Benefits (Insurance, HSA 
Contributions, Dental).  Your lender may require invoices and / or cancelled checks.
● A check register of other printout of EMPLOYER PAID Retirement Benefits paid through a qualified 
plan.  Your lender may require invoices and / or cancelled checks.
● An SBA Borrower Form, found at the link below.

https://www.sba.gov/sites/default/files/2020-04/PPP-Borrower-Application-Form-Fillable.pdf
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Before you begin your application, go to the Vermont Secretary 
of State webpage https://sos.vermont.gov/ and make sure your 
corporation or limited liability company is in good standing and 
has not lapsed or been terminated.

If your business has lapsed or been terminated, there is an online 
option to bring your registrations current.

Your application and loan cannot be completed by your 
lender unless your business is in good standing.

An example of a search showing that an entity is in good 
standing appears on the right of this slide.

Now we’re ready to begin….almost.
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IMPORTANT TO NOTE:  PPP LOANS ARE A TWO A TWO STEP PROCESS:

STEP ONE – APPLY FOR A PPP LOAN (WHAT WE’RE DOING NOW). 

STEP TWO – APPLY FOR FORGIVENESS OF A CERTAIN LOAN AMOUNT.  Generally speaking, an 
Applicant can request loan forgiveness equal to eight weeks of payroll costs (immediately following the date of 
disbursement), plus other qualified business expenses (such as utilities, rent and interest).  There are reductions in 
forgiveness based upon reductions in FTE’s and reductions in wages for employees earning under $100,000.00.  In 
addition, the forgiveness of  “other expenses” cannot be more than 25% of the total forgiveness amount.  While it’s 
certainly possible to estimate the amount of forgiveness when applying for the loan, it is impossible to accurately 
calculate the forgiveness, simply because the “forgiveness period” is an eight week period that hasn’t occurred yet.

Applying for forgiveness is a process that will require an additional submission to your lender after the expiration of 
your forgiveness period.  While it’s important to understand the forgiveness parameters and calculate a reasonable 
estimate, you cannot accurately calculate the forgiveness amount at the time you apply for the loan.

We will be conducting an additional town hall to discuss loan forgiveness at a later date and will issue additional 
guidance as it becomes available.
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This is Page 1 of the SBA PPP Application. 

We’ll come back to this later on.

Note the “Average Monthly Payroll” field here.

The “Average Monthly Payroll” figure times 2.5 determines the PPP 
loan that you’re eligible for.  For example, if your calculated “average 
monthly payroll” is $40,525, you would be eligible for a $101,312 
($45,525.00 x 2.5) loan.  

It’s important to note that this is not simply “one month’s wages” and 
needs to be calculated.

In the next slide, we’ll show you how to calculate your average 
monthly payroll for purposes of your PPP loan.
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How To Calculate “Average Monthly Payroll”

A link to this worksheet can be found here:
https://accd.vermont.gov/content/ppp-application-worksheet

1) In most cases, this number will be the number 
reflected in “Box 5” of your 2019 Form W-3.
2) Salaries and wages are limited to $100,000.00 for 
any one employee.  Reduce your gross wages by the 
excess of each employee earning over $100,000.00 or 
by the total wages paid to non-U.S Residents.
3) Enter any EMPLOYER paid group health insurance 
benefits.  This includes health insurance, dental 
insurance and HSA contributions.
4) Enter any EMPLOYER paid group retirement 
benefits.
5) Enter your 2019 State Unemployment Contributions 
(SUTA)

The resulting total is your “Average Monthly Payroll”.  

Enter this number in the “Average Monthly Payroll” 
field on your SBA PPP loan application.

2.5 times this amount is your loan amount.
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Note:  On the SBA form, these fields
do not format correctly.  It’s necessary to attach an additional, 
user created form (as depicted below) to provide the owner 
information.
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AT THIS POINT, YOUR CALCULATIONS ARE COMPLETE

ASSEMBLE YOUR LOAN PACKAGE

● THE SIGNED, TWO PAGE SBA LOAN APPLICATION
● THE OWNER INFORMATION

● YOUR “AVERAGE MONTHLY PAYROLL” CALCULATION
● A COPY OF YOUR 2019 W-3

● A COPY OF YOUR 2019 FORMS W-2
● A SCHEDULE(S) OF YOUR MONTHLY EMPLOYER PAID GROUP HEALTH BENEFITS PAID

● A SCHEDULE OF YOUR MONTHLY EMPLOYER PAID GROUP RETIREMENT BENEFITS PAID
● A COPY OF YOUR 2019 VERMONT UNEMPLOYMENT FORMS (C-101 – ALL FOUR QUARTERS)

● A COPY OF YOUR MOST RECENTLY FILED U.S. INCOME TAX RETURN
● A COPY OF YOUR 2019 U.S. FORM 940

● COPIES OF YOUR 2019 U.S. FORM 941’s (FOUR QUARTERS)

FORWARD THE ENTIRE PACKET TO YOUR LENDER.  WE FORWARD THE DOCUMENTS IN ONE PDF FILE
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ESTIMATING LOAN FORGIVENESS

Your eight week measurement period begins on the day 
you receive your loan proceeds.

In this example, the business paid $67,540.83 in payroll 
costs (as defined previously) during the eight week 
period.  Note that this cannot include any payroll for any 
employee greater than $15,385 ($100,000 per year).

In this example, the business also paid $15,000 in rent, 
$2,000 in utilities and $600 in interest during the eight 
week period.

The total potential forgiveness is $85,140.83.

Because this employer only maintained 83.3% of their 
FTE’s (as compared to January 1, 2020 through February 
29, 2020), the total potential forgiveness is multiplied by 
.833, reducing the amount forgiven to $70,950.69.
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SOME ADDITIONAL FORGIVENSS RULES

Test 1. 75 percent of the forgiveness amount must be spent on payroll costs. The remaining 25 percent may be utilized for 
mortgage interest, rent and certain utilities.  If payroll costs do not equal 75 percent, the forgiveness amount is reduced.

Test 2. You must compare the average full-time equivalent employees (FTEs) during the eight-week period to the average FTEs 
from February 15, 2019 through June 30, 2019, or January 1, 2020 through February 29, 2020, depending on seasonality.  If the
number of FTE’s are reduced (as in our previous example), the forgiveness is reduced.

Test 3.  If there is more than a 25 percent reduction in salary and/or wages for any individual employee from the eight-week 
covered period in comparison to pay during the first quarter of 2020, this triggers a reduction in forgiveness.  This test does not 
apply to employees making more than $100,000.00.

There is a provision for rehiring which may negate the impact of tests two and three if:

Any reduction to FTEs was made from February 15, 2020 through April 26, 2020, and the FTE count was restored to February 
15, 2020 levels on or before June 30, 2020; or

Any reduction to salaries or wages of one or more employees was made from February 15, 2020 through April 26, 2020, and 
the reduction was eliminated by June 30, 2020 to February 15, 2020 levels; or

Elimination of the reductions from both tests 2 and 3: Rectify reductions in both FTEs and salaries/wages per the above.
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LINKS 
SAMPLE EIDL APPLICATION: 

https://accd.vermont.gov/sites/accdnew/files/documents/SBA-Example-EIDL-Application.pdf

SAMPLE PPP LOAN APPLICATION:
https://accd.vermont.gov/sites/accdnew/files/documents/PPP-Example-Application.pdf

PPP LOAN APPLICATION WORKSHEET:
https://accd.vermont.gov/content/ppp-application-worksheet

PPP LOAN FORGIVENESS WORKSHEET (STEP TWO):
https://accd.vermont.gov/content/ppp-forgiveness-worksheet

THIS POWERPOINT PRESENTATION:
https://accd.vermont.gov/sites/accdnew/files/documents/SBA-PPP-EIDL-Application-Process.pdf

QUESTIONS?


